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must have and disclose a policy and procedures informing 
students and employees of the individuals or organizations to 
whom fires should be reported. (More about this in Chapter 
14.)  

Figure 44. Examples of Reported Fires  

Scenario 1: A student calls a resident assistant from his cell phone to report a small fire in 
a dorm laundry room. When the RA gets to the laundry room there is no evidence or 
indication of a fire. He asks the student who made the report where the fire was and the 
student tells him that a paper had been set on fire on the bulletin board by someone on his 
way out of the room. The student extinguished the burning paper immediately and then 
called the RA. The RA must document the report and forward it to the director of Student 
Housing for entry in the fire log. 

Scenario 2: A maintenance worker is repairing a kitchen sink at a Greek house on campus. 
He notices that the stove is scorched and asks a couple of students what happened. They 
tell him that several months ago they had a fire while making dinner. The maintenance 
worker asks the students if they reported the fire and they tell him that they didn’t because 
they were able to extinguish it themselves. The maintenance worker forwards the report to 
the director of Student Housing who enters the report into the fire log.  

Scenario 3: The city of Rockville’s fire department responds to an active fire alarm set off 
by a smoke detector in a student dormitory on campus. Fire personnel investigate but do 
not find evidence of a fire. The RFD determines that workmen using power tools to repair a 
bathroom fan set off the smoke detector. They call the school’s security department to 
report their findings. The security department documents the report in the department’s 
incident log but does not enter it into the fire log. 

Creating a Fire Log 
Required Fire Log Elements 

The law allows flexibility in how you design your fire 
log as long as you include the required elements. For each fire, 
the log must include: 

• The date the fire was reported.  

• The nature of the fire.  

• The date and time of the fire.  

• The general location of the fire.  

You may include other data elements or columns in your 
log for internal record-keeping procedures, but such additional 
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information is not required by HEA. You also may include 
entries for fires other than those in on-campus student housing 
facilities, but you are not required to do so. If you record such 
fires, do not include statistics for them in your HEA-mandated 
annual fire safety report unless they are presented in a separate 
table or in a caveat. 

The Date the Fire Was Reported 

Use the date that the fire was initially reported. For 
example, if the fire was reported to a campus dean on a Friday 
and the dean reported it the following Monday to the office 
maintaining the log, Friday’s date would be entered in the log. 
Enter the date the fire was reported regardless of how much 
time has passed since the fire occurred.  

The Nature of the Fire  

For this category you may simply use the causes listed 
under “Cause of Fire” in Chapter 13, or you may elaborate on 
them. Whatever you choose to do, enter a description that 
allows the reader to know what type of fire occurred. For 
example, instead of “accidental” or “arson,” enter “room fire 
caused by electrical malfunction” or “bulletin board 
intentionally set on fire.” Use descriptions that anyone reading 
the log can understand. Don’t use codes, acronyms or 
abbreviations.  

The Date and Time of the Fire 

Enter the date the fire occurred and the time it started. If 
you do not know the time the fire started, enter the time it was 
first noticed. If this information is not available, enter an 
approximation or a range, or enter “unknown.” 

The General Location of the Fire  

Enter the location of the fire but do not provide 
personally identifying information. For example, enter “Fourth 
Floor, North Campus Hall” rather than “Room 404, North 
Campus Hall.” 

Enter the date the 
fire was reported 
regardless of how 
much time has 
passed since the 
fire occurred. 




